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Financials 
The Financials menu is where program directors are able to submit, view, approve, 

and upload or download financial reports. The standard financial reports included 

within OnCorps Reports for program directors 

are: 

 Budgets 

 Periodic Expense Reports (PER) 

 Aggregate Financial Reports (AFR) 

 Budget Modification Request (BMR) 

 Program Income Report (PIR) 

 In-Kind Other 

 

Program directors may also have additional reports specific to their program. 

 

Note: Many of the Financials reports require other reports to be submitted and 

approved before they can be created. See the table below for more details. 

Report(s) Prerequisite  

PER, AFR, BMR A budget must be submitted and approved by state 
commission staff. 

AFR There must be at least one approved PER on file which has 
not been used in a previously submitted Aggregate Financial 
Report. 

 

If you have questions regarding the appropriate content for each report, please 

contact your state commission. 
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Hint: You can jump to any listed section below by clicking on that content item. 
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Submit Reports 

Financials > Submit Reports 

All reports related to financial information for a program can be located under the 

Financials menu. Through the Submit Reports submenu, it is possible to enter 

the following standard reports: 

 

 Budget 

 Periodic Expense Report 

 Aggregate Financial 

Report 

 Budget Modification 

Request 

 Program Income Report 

 In-Kind Other 

 

Program directors may also be asked to fill out additional reports specific to their 

state or program. Some reports require that another report first be approved within 

the system. Such prerequisites are noted within the instructions. 
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Budget 

Financials > Submit Reports > Budget 

The budget is the first report that should be created, since many of the other 

reports are dependent upon budget approval. 

 
1. Select a Budget Period from the provided drop-down menu and click the 

Choose button. 

 

Note: The current status of a budget will be clear from the drop-down menu. 

You will only be able to enter data for an unapproved budget. Once a budget is 

approved, you can use the Budget Modification Request tool to enter data 

changes for approval. 

2. Enter budget line items into the appropriate fields. 

3. Click the Calc Admin & Match (%) button at the bottom of the screen. 

 

4. Check the small boxes beneath the budget to ensure calculated values (left) 

and amounts and percentages (right) for entered data are consistent with 

your intent. 

 
5. Consult with your state commission regarding whether you need to change 

the Final Claim? radio button to Yes before submitting. 

a. If you wish to save the form and return to continue your work later, 

click the Save button.  
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b. If you wish to submit the budget to your State Commission staff for 

approval, check the box by the disclaimer and click the Submit for 

Approval button. 

 

 

 

 

 

 

Note: If the budget is rejected by the State Commission, a notice will appear on the 

submitting Program Director’s home page and the form will be unlocked to allow 

modifications.  

A budget cannot be unlocked after the State Commission has approved it; if a 

budget was approved in error, the program director will need to submit a Budget 

Modification Request for correction. 
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Periodic Expense Reports 

Financials > Submit Reports > Periodic Expense Reports 

Periodic expense reports allow program directors to track ongoing expenses against 

budget line items. By default, these reports display as monthly periods within the 

system, although some programs may require bi-monthly expense reports. 

 

1. Select the budget period for which you wish to enter a PER from the drop 

down menu, then click the Choose button. 

 

2. Enter your expenditure line items into the 

appropriate fields. 

 

a. If you would like to see the calculated total 

and subtotal fields before submitting, click 

the Calc Admin & Match (%) button.  

b. If you wish to leave the form and come back 

to it later without submitting, click the Save button. 

3. To submit your finalized report, check the disclaimer and click the Submit 

for Approval button. 

 
 

 

Note: If your Periodic Expense Report is rejected by the State Commission, a 

notice will appear on your home page and the form will be unlocked to allow 

modifications. 
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Aggregate Financial Report 

Financials > Submit Reports > Aggregate Financial Reports 

The Aggregate Financial Report tool is designed to aid Program Directors in 

creating a consolidated cash and expenditure report for compliance with federal 

regulations. It is required that an approved Budget and at least one approved 

Periodic Expense Report exist in the system before creating an Aggregate 

Financial Report. 

1. Select the approved PERs which you wish to include in your Aggregate 

Financial Report. 

 

Note: A Periodic 

Expense Report can 

only be associated with 

one Aggregate 

Financial Report. It 

cannot be reused. 

 

2. Click the New Aggregate Financial Report button. 

3. A form will launch on-screen with all numerical figures populated according to 

the data in the approved PERs used. Text directions are provided regarding 

additional information solicited in each part. 

4. Review and complete the form. 

5. Enter any remarks or comments in one of the supplied text boxes. 

a. If you wish to leave and return to edit or complete the form later, click 

the Save button. 

b. If you are satisfied with the completed form, click the Submit for 

Approval button. 
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The Aggregate Financial Report automatically fills program and account information 

from your program record located via Manager Records > Program Information. 

In particular, the form uses the following fields from program information: 

 Federal Grant Number 

 Recipient Organization Name 

and Address 

 DUNS number 

 EIN number 

 Recipient Account Number 

 Project/Grant Period 

 

 

Screenshot of Aggregate Financial Report form 

Note: Once submitted, the Aggregate Financial Report cannot be edited. If there 

is an error, the state commission must reject the report to unlock it. 
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Budget Modification Request 

Financials > Submit Reports > Budget Modification Request 

In order to make changes to an approved program Budget, a Budget 

Modification Request must be submitted to state commission staff. 

1. Click the Request Budget Modification button. 

Note: Only one Budget Modification Request 

can be opened by a program at any time, but 

it is possible to create as many Budget 

Modification Requests over a program year as 

needed. 

2. Enter the modified amounts into the appropriate line item and column fields 

within the Modified Budget section of the budget table. 

 

3. Click the Calculate Change Amount button at the bottom of the budget 

table to see calculations based on your modifications in the Amount of 

Change and % Change columns. 

 
 

 

a. If you wish to leave the form and return later to complete your entries, 

click Save. 

b. If you are satisfied with the Modified Budget Entries, click Submit for 

Approval. 

c. If you wish to entirely discard a saved Budget Modification Request, 

click Discard Request. 

d. If you wish to leave the form without saving an open request, click 

Cancel. 

Note: If a Budget Modification Request is rejected by the state commission, a notice 

will appear on the Program Director’s home page and the form will be unlocked to 

allow for modifications. 

a

.

. 

b

. 

c

. 

d

. 
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Program Income Report 

Financials > Submit Reports > Program Income Report 

The Program Income Report allows Program Directors to document sources of both 

In-Kind as well as Cash income by various categories including: 

 

1. Click the New Program Income Report button.  

2. Enter the name of the income source and amount 

at the top of the form. Then select the source 

type, income type, and inkind description (if applicable). 

Note: You only select an Inkind Description from the drop down menu if you 

have selected Inkind as the Income Type. If the type is Cash, Inkind Description 

should say “None” (this is the default).  

3. Click the Add Income Source button. 

4. Repeat steps 2 and 3 until all income sources display on screen. The fields 

will populate according to totals from your Income Sources. 

5. Enter any comments in the provided text box. 

a. If you wish to leave this form and return to submit later, click Save. 

b. If you are satisfied with the report, click Submit for Approval. 

c. If you wish to leave the page without recording changes, click Cancel. 
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In-Kind Other 

Financials > Submit Reports > In-Kind Other 

In-Kind Other refers to donated program goods and services, excluding site 

supervisor time. Program Directors with questions regarding what qualifies should 

contact their state commission. It is important for Program Directors to maintain 

original receipts for donated goods and services in program records. The In-Kind 

Other form tool is only intended as a convenient method to track information for 

use in other financial reports, not as a complete documentation of In-Kind Other 

data. Reports may be submitted by: 

 Site Supervisors 

 Regional Coordinators 

 Program Directors 

 

1. Click the Add a New Other In-Kind Event to create a new report. 

2. Enter the name of the in-kind donor, the date of the donation, an estimated 

value for the goods or services, and a description in the appropriate fields. 

 

3. If you would like to spell check your description, click the ABC button at the 

bottom of the text field. 

4. Click the Save button to save the report. 

 

Note: It is possible to see all In-Kind Other reports as soon as they are saved 

by users. 
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View Reports 

Financials > View Reports  

It is possible to view any entered reports through the View reports menu, including: 

 Current Budget 

 Current Periodic Expense Reports 

 Current Aggregate Financial Reports 

 Current Program Income Reports 

 In-Kind Other 

 Abandoned and Unapproved PERs 

 Supervisor In-Kind Hours Report 

 Budget History 

 Periodic Expense Report History 

 Aggregate Financial Report History 

 Program Income Report History 

Program directors may also be able to view other custom financial reports specific 

to their program through this menu. 

Note: If you wish to fill out or submit financial reports, see the Financials > 

Submit Reports menu. 
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Current Budget 

Financials > View Reports > Current Budget 

This submenu allows program directors to view current budgets within OnCorps 

Reports. 

1. Select a Budget Period from the drop down menu. 

2. Click the Choose button. The selected budget will display on-screen. 

3.  If you wish to save the budget, click Create PDF in the page tools. 

 
4. A pop up window will alert you that a PDF has been created. Click the link to 

download the PDF. 

Current Periodic Expense Reports 

Financials > View Reports > Current Periodic Expense Reports 

This tool allows Program Directors to access all Periodic Expense Reports. 

 

 

1. Select a Budget Period from the provided drop down menu. 

Note: The status of the report is noted by date in the menu.  

2. Click the Choose button. 

3. The selected PER will display onscreen. 

4. If you wish to export the data or create a 

PDF of the report, use the labeled page 

tools in the upper right corner of the screen.  
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Current Aggregate Financial Reports 

Financials > View Reports > Current Aggregate Financial Reports 

This tool allows Program Directors to access all Aggregate Financial Reports. 

1. Locate the Aggregate Financial Report you wish to view within the displayed 

table. 

Note: Only approved reports will be available on this screen. 

2. Click the View button in the row of your selected Aggregate Financial Report. 

3. The selected report will display onscreen. 

5.  If you wish to save the report, click Create PDF in 

the page tools. 

6. A pop up window will alert you that a PDF has been created. Click the link to 

download the PDF. 

Current Program Income Reports 

Financials > View Reports > Current Program Income Reports  

This tool allows program directors to access all Program Income Reports. 

 

1. Locate the Program Income Report you wish to view within the displayed 

table. 

2. Click the View button in the row of your selected Program Income Report. 

3. The selected report will display onscreen. 

4.  If you wish to save the report, click Create PDF in 

the page tools. 

5. A pop up window will alert you that a PDF has been created. Click the link to 

download the PDF.  
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In-Kind Other 

Financials > View Reports > In-Kind Other 

This tool allows Program Directors to view all submitted In-Kind Other reports at a 

glance, according to the user filing the report and monthly totals. 

 

Note: Tables with multiple rows are sortable by clicking the bold column headers. 

1. The selected report will display onscreen. 

2.  If you wish to save the report, click Create PDF in 

the page tools. 

3. A pop up window will alert you that a PDF has been created. Click the link to 

download the PDF. 
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Abandoned and Unapproved PERs 

Financials > View Reports > Abandoned and Unapproved PERs 

The Abandoned and Unapproved PERs allows Program Directors to view financial 

reports (particularly Program Expense Reports) which have not yet been 

approved by commission staff. 

Note: This is important because Abandoned and Unapproved PERs calculate into 

some totals for other forms within the site. 

 

1. Locate the report you wish to view within the displayed table. 

2. Click the View button in the row of your selected report. 

3. The report will display onscreen. 

4.  If you wish to save the report, click Create PDF in 

the page tools. 

5. A pop up window will alert you that a PDF has been created. Click the link to 

download the PDF. 
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Supervisor In-Kind Hours Report 

Financials > View Reports > Supervisor In-Kind Hours Report 

The Filter Supervisor Timesheets tool allows you to view your supervisor’s 

timesheets by period, supervisor, or timesheet status using the drop down menus. 

Note: Tables with multiple rows are sortable by clicking the bold column headers. 

1. The selected report will display onscreen. 

a.  If you wish to save the report, click 

Create PDF in the page tools. 

i. A pop up window will alert you that a PDF has been created.  

ii. Click the link to download the PDF. 

b. If you wish to export the data, click Export. 

i. The report will load in a new screen.  

ii. Use the toolbar at the top to export the data to the program of 

your choice. 

 

  
Refresh 

report. 

Search by 

keyword. 
Download the report 

by file type. 

Navigate between pages, for 

multi-page reports 
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Budget History 

Financials > View Reports > Budget History 

This submenu allows program directors to view any submitted Budget or Budget 

Modification Request with the date approved and attendant comments.  

 

1. Locate the report you wish to view within the displayed table. 

2. Click the Download button in the row of your selected report. 

3. The report will download as a PDF file. 

Periodic Expense Reports History 

Financials > View Reports > Periodic Expense Reports History 

Program directors are able to view a record of any submitted and approved 

Expense Report using this submenu tool. 

 

1. Locate the report you wish to view within the displayed table. 

2. Click the Download button in the row of your selected report. 

3. The report will download as a PDF file. 
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Aggregate Financial Report History 

Financials > View Reports > Aggregate Financial Report History 

Program directors are able to view a record of all submitted and approved 

Aggregate Financial Reports using this submenu tool. 

 

1. Locate the report you wish to view within the displayed table. 

2. Click the Download button in the row of your selected report. 

3. The report will download as a PDF file. 

Program Income Report History 

Financials > View Reports > Program Income Report History 

Program directors are able to view a record of any submitted and approved 

Program Income Report using this submenu tool. 

1. Locate the report you wish to view within the displayed table. 

2. Click the Download button in the row of your selected report.  

3. The report will download as a PDF file. 
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Upload/Download Files 

Financials > Upload/Download Files  

Program directors are able to upload files into the OnCorps Reports system for 

later reference. This is a useful tool if your program keeps any paper reports or 

documents of financial items. The tool and files available under Financials and 

Reporting menus are the same (it is possible to navigate to this option in both 

menus since some programs give Program Directors access to either one or the 

other). 

How to upload a new file 

1. Click the Choose File button. A file explorer will automatically launch. 

2. Choose the document which you wish to upload. 

3. Enter your name into the Uploaded By text box. 

4. Enter a Description into the provided field. 

5. Click the Upload button.  

Note: The text fields are important for tracking multiple uploads or drafts of 

documents. Using a specific formula for naming documents over time is also 

helpful. 
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How to update a file 

1. Find the file you wish to update, download, or delete in the displayed table. 

2. Click the Update button. 

3. Click the Choose File button and select the replacement file. 

4. Enter your name into the Uploaded By text box. 

5. Review the Description; make any necessary changes. 

6. Click the Upload button.  

How to download a file 

1. Find the file you wish to update, download, or delete in the displayed table. 

2. Click the Download button. 

3. Save the document to the location you wish on your computer. 

How to delete a file 

1. Find the file you wish to update, download, or delete in the displayed table. 

2. Click the Delete button or the red X button. 

3. Confirm in the pop up screen that you wish to permanently delete the chosen 

file by clicking the OK button. 

 


